Work Order Tracking Template
Track status and ownership across multiple jobs
Company / Organization: _________________________________________________
Work Order Identification
	Work Order Number
	 

	Date Issued
	 

	Priority
	 

	Requested By
	 

	Assigned To
	 

	Due Date
	 

	Company / Department
	 

	Customer / Site
	 

	Phone / Email
	 


Tracking Overview
	Department / Project
	 

	Coordinator
	 

	Reporting Period
	 

	Status Definitions
	 


Order Tracking
	Work Order IDs / Linked Orders
	 

	Owners / Assignees
	 

	Due Dates / Priority
	 

	Progress / Blockers
	 


Review & Closure
	Overdue Items
	 

	Next Actions
	 

	Reviewed By
	 

	Review Date
	 


Notes / Additional Instructions: ____________________________________________________________
____________________________________________________________________________________
Editable original template  •  12 of 12  •  Work Order Templates




